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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a highly responsi bl e secretarial position
inrelieving the fire chief of conplex clerical work and office

detai l . Wrk involves responsibility for perform ng
st enographic and clerical work in conjunction with ensuring that
the fire <chief is freed at all times of burdensone

adm ni strative details which can be handl ed by the secretary.
Consi der abl e i ndependent judgnent based on departnent policies
and gui delines, along with strict confidentiality, are required
of all incumbents. New assignnents are normally received in the
form of a statenment of desired objectives. Supervision is
exerci sed over unclassified clerical enployees when required.
CGeneral supervision is received fromthe fire chief and consists
mai nly of periodic checks for achievenment of desired results.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Takes and transcribes dictation, prepares correspondence,
interoffice forms, requisitions, and sim | ar papers.

Sorts and allocates all nmail delivered to the fire chief's
office to the proper divisions or agencies. Answer s
correspondence which is not sent to particular sections or units
and does not require attention of the superior.

Mai nt ai ns frequent contacts for the executive with public and
private professional persons and other officials.

Makes final appointnents for superior, using judgnment in making
tentative appointnents, calling back later to confirmthe tinme
arrangenents, after superior has approved of schedul es.

Attends board or commission neetings in order to transcribe
m nutes or record official actions and significant parts of
di scussi ons.

Makes arrangenents for regularly schedul ed conferences or staff
meet i ngs, or at the direction of the superior, makes
arrangenents for special meetings or conferences, notifying the
conferees by tel ephone or by letter of the date, tinme, and pl ace
of the neeting.
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Keeps superior's cal endar, rem nds him  of schedul ed
appoi ntnments, and makes appointnments for him in the manner
prescri bed.

Receives callers to the department, arranges for interviews
where necessary, and handles routine matters personally.

Gathers source material for the preparation of reports,
articles, speeches, and other matters. Assists superior in
editing and writing copy. Reads and summarizes reports to
facilitate review by the superior.

Devi ses and sets up basic clerical procedures and forns for the
fire departnment.

Supervises all clerical, stenographic, and fire records clerks
in the Baton Rouge Fire Departnment.

Perforns rel ated work as required.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and passing a civil service exam nation for the position.

Must not be | ess than eighteen (18) years of age.
Must possess a valid driver’s license.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mninum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation. And
six (6) years of progressively responsi ble experience in varied
st enographic, typing, and clerical work. At |east two (2) years
of the required experience nust have been in a high |evel
st enographi ¢ or secretarial position.

OR
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Must have a degree from an accredited four (4) year coll ege or
university and two (2) years of progressively responsible
experience in varied stenographic, typing, and clerical work in
a high level stenographic or secretarial position.

Bef ore appoi ntment, nust pass a nedi cal exam nation designed to
show good health and t he physical abilities necessary to perform
the duties of the position.
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